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.*.j,' America s older citiZenS are healthier better educated and longer?;~a"
lived ‘than” ever, before. The e are more. of - them ‘than .ever before.; ‘By the ...
year 2000 .demographers predic the population .older than 65 will- increasef‘} :
. by 25 peréent,f--every sixth’ American will ‘be at least:65. These men -and. - -
'_Women have greater eXpectatiéhs for- continued independent living They urk R
f_gently need ‘to use their. wealth of kaowledge and experien¢es to remain pro—L'}p'
ductive, and the nation needs them, too. (AT "46*" "_;. _:?g:,, C
. In response to those needs, the American Association of Community andl;};“
"Junior Colleges, with funding from the Administration on. Aging of. the .U Sei
jDepartment of Health and ‘Huiman Services, conducted a project from. September-_ kN
©.1980. to May 1982 to demonstrate that" entrepreneurship can ' be a realistioV R
. cloice . for: persons aged 55 . years and older who want continued involvementﬂf"y
An economic activities after retirement. ~Ten community ‘colleges -in" fivef‘,%
'states’ participated in’ the project by offering training and suppo t .ser—, P
'Vvices to oldeﬁ persons interested in exploring small business opportuni-"i'f
‘~.ties- R O SR ‘vﬂ'f@,_ I ?'a T T AR e

[T

i e s RN . . o S

This pubLication and’ the companion Student Gutdebook were developed for _

use in .the projecH . These: now are available to help" nstructors and stu—- -
.. dents of any age to. better understand self—employment and small" business'

.ownership as a, career option, ‘or. as a source of supplemental income beyond,;\tl

7:pension provisions and Social Security e o

S America 5" COmmunity, technical and junior colleges, with a tradition .
'-bf community service for.- citizens of all ‘ages, .are. ideally situated to- pro-,_.?*
- ‘vide..instruction -and guidance ‘to" individudls challenged by the opportuni-
;“tiés our society offers ‘to those with initiative, energy, - and the’ foresight

.. tO acqhire adequate preparation before. launching into ‘nevw activities., We

. hope that this information, Will help both,instructors and students, ‘and we"
» wish to. all ‘who undertake ‘new ventures a .sense of personal fulfillment asir
.'well as material success.,i ~‘_ ‘J 'rf; - '

, AACJC gratefully acknowledges the assistance of many colleges and indi-,;
'viduals ‘in preparing this publication,vnotably Margaret (Peg) Kinnison,5“
" 'AACJC rproject” director, Wendy ‘Paxton,: project secretary;. Marcia Wilkins,»f
project officer, ‘Adpinistration. on: Aging,'and the: following program coor—'“'
~fdinator% at each of the college demonstration sites. : e

!

'“__["i": Ben Aldama, Jr.” Navarro'College, Texas. : S T R
o . Kel Bamford, Brookdale Community College, Ngg Jersey IERITRIUFAIE //
f;”.'Jerry Leadham, Clackamas' Community College, Oregon RSt

Raul Munoz,: E1 Paso Community College, Texas ', oo T

o luCharles R. ‘Mo jock, Daytona Beach Community Col&ege, Florida[
g.fRobert J. Riekse, Grand Rapids Junior .College, Michigan. "7 - -
“Ellen Sullivan, Lansing.Community College, Michigan R
‘Paul V., Thompson, Polk: Community College, Florida =+ SRR
- Warner gong, ‘Lade. Community College, Oregon -'(

X%f"Sarah Young, County Cgllege of Morris, New Jersey f&i-_ ff»:,ﬁinif“.[




Roy Grundy, College of:' DuPage, ‘Illinois _ Ao
Steven Gw Sachs Northern Virginia Community College, =

f:iﬁn“ Ohio.: t’?’&
T "Charlotte Taylor,

Charlotte"Taylor’ and Associates,
Washington, DC.‘ S , : L

. Special thanks‘to Carol Eliason, director of the°AAGJC/SBA National
Small’ Business’ Training Network Project,,for permitting use of materials'
from the’ Women Business Owners Pilot Programu. ' v R
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Usmc'rm:cumn :

R The Inétructor s. Guide for the program has,been designed to help you;,ff
prepare‘and ‘teach,courses for older persons who want to know how to start ca ®
small business. l"*llv? -'“; _4__; : _rm;ifa»;”ft. : S . :

5ﬁﬁ7?i_ Included in ‘the Student Guidebook instructional matefials aée learning
o objectivcs for your students, suggested instructional activities, and sam
_”v_ple materials to use. As you plan each’ session in ‘the course, we suggest K
¢ that you‘use your own resources to gather samples of- local' business activi- -
i ties operated by older ‘persons identify- regulatory policy\and tax informa-
H.tion, locate guest speakers, develop case studies, and prepare examples to’,
fiillustrate key points.‘f-v‘ B T S O

Your students will ‘come to. the course with different goals andnneeds.“f
X Some will ‘have' a‘good idea of the- rewards ang risks of going into ‘business -
Cv on their ,own as ‘well as a tentative idea about ‘the: ‘businesses -they plan_to
'Qundertake.. Some may havé begun to’ perceive their ‘own® relevant .strengths
~and_ Weaknesses and - may. ‘come seeking help to- overcome these drawbacks.,'
fOther students, however, will ‘feel ‘they need a thorough ‘introductory
. course;: they want immersion in the. whole ‘subject of business opetations. -
,Still- others simply may. want to practice a ‘craft or’ offer a service. They .
envision a small-scale operation and a correspondingly limited income that -
will satisfy a. _creative’ instinct or bring them. into contact- with people'V ,
\without growing beyond the pOint at which they can personally manage the,f'

; business operatrbn.v SRR . . v . L
. . . ‘. '. . - Lot

.. The Instructor s Guide a%d Student Guidebook are flexible. They areﬁ'
meant - to .accommodate these many learning ‘objectives and to guide the stu-' -
- deat’'s learning rather than provide ‘a rigid map of . specific procedures and -’
, requirements.* Many of the. details have ‘purposely been left” up.to you. so .
S tha?‘you can adapt the ‘course to your teaching style and to: the particular -
i community from which your students come.. ’ S S :

- DAY

_ A basic list of materials is presented for each session in’ the Student[
L Guidebook The booklets, checklists, sample forms,vcase problems,’etc.. _
~provide. resources for each session, - We ‘trust that .as the’ instructor, you' .
Cwill draw upon “other - resources, vsuch as tthe. writing of Steinhoff or
L Siropolis and _other business texts,. to - round  out the student's home ‘and -

' class activities. Most texts contain case studies that can be used:.or mod- .
ified for ; the. specific topic being -covered. - Case studies can ‘be.an impor-"

_ tant teaching tool because " they allow" students to apply their learning toa’
practical situation and gain confidence - in - confronting'"real lifef‘prob-dvf.i
lems. Rather "than burdéen this text with an overabundance . of case studies,
however, we havé ‘chosen” to indicate those’ topics for: which case- studies are- . .
most appropriate and" have left it to your discnetion to select examples. '

g f'f. The course will acquaint students with the- real requirements of de-"‘ S
. veloping and operating a 'sinall. business.- With this knowledge, some stu- P
dents may decide ‘not to go further' Others will have a better chance for o




-) e . ».",.w"

'!?success- Whether a. student goes into bu iness or not, the value of theﬁ~
course will have been in-coming to understand in advance, the chaLlenge of
'ainvesting money nd resources. j:;r, o ST 2

a2

lifelong learning approach to.developing the skills they
:afsmall ‘businessw Theyashould ‘be made aware of other com- '
:that ccan- he p them continue to learn. . :xwﬂ;w" S ‘

FEE TR . vl I. L

.'}lthe need for a
‘:‘must have to r'

e;. .
« .

The planning effort will help studetjs toﬂgort out their values and objec-
_'tives, and will ensure that they. have' anticipated many of the:potqntial ob—-. .
"stacles "in the ‘path to a successful: business. A realistic loan . application-

. package will help ~students to .present: themselves ‘in. the :most favorable
»flight ‘to. a’ loan officer.. With these in’" place, the student: will ‘embark on

< his or her business venture with a sound foundation. o T e e




. . e,
Y :

. —~
e -

Older people in 4merica increasingly are restive aboAt retirement, andg .
they are challenging commonly ‘held: stereotypes about the irterests, capaci—_'

i tiqs,sand preferences of older people.'rf ‘; R UL T

h
N
\

'.l

" Before starting, hoWever, they ‘feel they need to learn
yet retired. may be restless in their current jobs or careers and may.. have[ff*fl

: the. idea of ‘commencing. a’ search for an’ alternative future throughfa smallfh'f'f
"f}business., Some, . after exploring ‘the matter, willldecide not to proceed,

h.fmuch for them to handle.-

- éxamine their thinking about the roles of older people in- _
" clear that the . subject ‘of age in relation.to work and retirement :is coming .

s'
. PR

“Conginued high rates of inflation over many years have caused many.

older people: to  doubt whether they have accuriulated or: "gtil1l’” could accumu-j::
" late enough retirement income to. - support themselves and their spouses An,
their retirement years.- Many - now " fear - that ‘they will- outlast their” re—-_w-ﬁ‘

"sources: and become a. charge upon*their children or.-the public ‘welfare.

SRRy ‘Linked- to this concern is the .fact that older people are living longer and*-'
--~\are in better physical- and mental health than was.. tﬁe\case with their par-

ents generation.v"'"

. _".‘v - :_; KRR '-, . .\
c‘.‘ .

These factors are causing many ‘older. people, ages 50—70 (and even'
older), -and some policy-makers in, the public and private ibctors, ‘to-re= . .
o

c%ety.u It is-

- alive\ E)an issue for - the 1980's and beyond. . In partdal response’ to the

issue,'Congress outlawed forced retirement before.age 70 in private,: state,?’lf"f

. and local employment' -the" federal .government and some..state and.local gov—-f
ernments\have removed all age-based retirement requirements.v}f;' S i

e Some older people’ link the fact of longer life expectancy to steadilyv
rising livfng costs and see - the combination producing calamity ‘for: them.
- They . envision added years of ¢ retirement and idlenEss ‘leading. to  gro :
gnancial dependency- Others link -added years and’ better health ‘and’ ¢ .
'combination/pmoducing for_them ‘the: 9pportunity ‘to". continue aétive lives.'

. They regdrd ‘extra years:as time to gain more retiremen! ’income resources .
“that ‘could help them- avoid-delay, or ‘reduce - financial dependency.: ‘G owing

vnumbers of those who.see tie\ opportunity’ side “of longerflife are sc uting .

ideas. . for staying prpductive and ‘enlarging - their " income.g

okingf

heir own: boss§.|’

: members of partnerships, or: as investors.,,_'

It is important to reqognize that exploring small business opp rtuni—.J.'

ties is just that - ---eXploring._ Some older people ar ’looking for

: ‘sound
small. business idea, or "they already are,clear about;

hat they Want to do.-

|

an initiative will xequire. Still others in: theirw anly fifties End not "’

possibly because " the capital they have i is insuffi ienﬁ,' because they

’conclude that the. requirements of starting and runn ng’a business,are too
‘ CoL . | :

_ Some are implyﬁfguf”
fnot retiring from their current jobs, others, already retired, are’ 1
. for full=- oF: patt-time jobs. “Btill others ‘Want. to by

Theya' = o L
“are wondering about. ‘small. business opportunities as;sdfe prpprieto_s, aswfi"”'

m?re about v}hat SuChi



fjt, You will find great unevenness in the capacities and experience of your
older students. The first  fact -about" older people 15 that they do not .
‘ readily fit into cOnvenient, generalized categories-; While. they are often -
" the’ subject of négative stereotypes, even simple observations discredit '
such .crude- generalizations.- In. 1earning capacity,;in willingness to ‘try -
. new things in energy levels; _and in their ability to .. get. along with
’“others, older people are spread along~every point in the spectrum.~ Simi—
‘ ‘larly, - their experiences in' business affairs range widely. Some appear/ﬁ‘W
" perky " and quite lively; others ‘may - seem .dull. :“Some of those ‘who . appear. % !
" 'dull may simply  be -afraid. or. worried about what they ‘have gotten themselves o
"into. . You must draw them out without frightening ‘them or' focusing too much
individual attentiOn on - themnc That could embarrass them ‘and'. cause’ them to
give up. N . . - . : . . D
s One generalization about older people does seem to have validity. PRSI
After ‘years of. being- in the hard business ofﬁJiving and surviving, they of=~"
" ten can -gee. through s0meone who 'is - bluffipg/brrtrying to. Operate. beyond his $
or her depth.. ~If an. instructor is unprepared is using poor- examples or
- does not respond forthrightly to lid questions,,older students will spot ..
‘this: quickly. Moreover, . they wt 1 likely be blunt in describing ‘such’ de~'Qc“'
.~~ception when it is practiced n.them.,LAlso, ‘remember that these are people
" -who regard themselVes asvchancetakers., ‘Having signed up for .the” Small
Business Course,. the are serious in. their hopes to 'obtain- worthwhile re~_ o
“.sults from - their. in estment of  time and moneys: ~This quality about older
. pepple s important to . you-as™ instructor, ‘not .- only in texrms of yobr - own
performance, ‘but “alse” as a guide to you in the types of people you bring in
-as . experts and t\e credibility you and they project.._ L

v

N,

‘.

- $~., - .
. As in the case'of younger students,‘older students needlto be kept f&
'1,cused. ~They must not. be: allowed to bluff you.- ‘Some -will try.i Some wi}l
-attempt to parade knowledge or’ experience.~ Sometimes their experiences o
"be - valuable and -should beﬁshared with" the othet students, in other case
their eXperiences may - be, interesting but not relevant to the partﬂcul
“‘class project” .on which .you .are- trying to- focus everyone s attentio =Y
. will make the critical choices in these matters, and you will do 80" wi
-,','iauthority to establisﬂ'your credibility for the future.

e

. .
Also,,as in the case of younger students, older students need ton,__
.-paced s:ﬂ}hat they " stretch their intellectual capacities ‘and’ performancwf

It is esgecially important that . they prove: to themselves that .they are’
g?pable of. -moving. progregsively through all of  the successiVe challenges?
_the course. . Remember, most of. these people have _not. been: in school for"’
. under- discipliped gtudy’ requirements for many. years. They,. will be subjeqt,
» to strong .self=-doubts  and perhaps fears of incapacity and failure both in:
“f"class and later in business. ) e . D SR s

. 0ne final point" the older people you have as your students clearly',-"
: 'will ‘be ‘working against great odds.‘ Someof _them' will have. been subject to
'_discouragement from; their famifies or friends in. the matters of‘going into&;p
l‘business, risking savings and other’ asgets, and going back to school. :: Even‘
) 1fellow students, qpthinkingly, may treat each other in the gontext .of" the, :




. . e . . o ' Cos .o . . L
7 " . R [ U . coe .
. e . - . » . . . :

. 'a\’_'- . /
~

]‘negative stereotypes commonly uSed to. characterize older people-' Sometimesg"'
the older students may come back from homework assignments discouraged, or

they may have had their:ideas put down: by. lending agencies or others to-
whom they* have gone for radvice or: support- You, ‘as instructor, are going :
"to-be a critical .factor in helping them: decide" whether to proceed. “You
will -need. to +help them put their experiences ‘into a proper perspective.

Most, important of ‘all, you must. try to get them to undérstand that con-Vm*

. fronting problems and working to’ "solve _them’ is the key thing. they will do
~ if. they become small business operators. Their recognition of this basic:

- requirement and their development of a ‘healthy response to it is the chief“;;

thing you can. teach them. -
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" ' INFORMATION FOR PLANNING.AND TRACHING D
. e o . I et

©. ) ) )

~

-]3 To help you get the most put of the Instructor 8 Guide,fwe'have put to- .
- gether the following information ‘to help you plan and teach the best cour8e~ B
. possible.; o . 5*» . - . I o

The Student Guideb ok is designed to reinforce and supplement the stu-~{;”a
dent's classroom learning. - It also’ cdn"serve as a valuable reference when ',
5_the student has completed the coirse. ‘Each of the Guidebook units incbudes.r

e -

- } . : ” ‘4 ~ - :
L. Thejpurpose'and objectiVesséﬂatements. The . state-: N
N\ "  ments”explain the focus of the unit and what should P

Sy be learned from . it = e = T L

: -~ : ) ”~ .

2. The unit summary. This is the- substantive part of T
N ~the Guidebook. It highlights important topics in the T
C . unit.' : ' v Ll e ST :

The ﬁuidebook also includes supplemental information sheets emphasiZing im~
portant Subtopics .and assignment sheets for 'the student to\complete to re=
" inforce class’ materials. - Some.of" the assignments may be done.. during class'

A

others can be’ done at, home. S \;ai.;_. A .
Handduts.as/TeachIhg Tools. ~ . . LT h

“ - NS I TR EPRER '».'4 -
s The use of handouts or printed materials that studentsacan take With
them.is very important. You ‘can:. develép simple worksheets and’ cheqklists
-that capture key points you want to” make and . help students collect and or- -
'ganize the information they need for decision'makingr Worksheets ‘and
checklists algso can help you plan your classes to be ‘sure: eaEh ségsion fo~:
-cuses on practical, application~oriented*detailsg You ‘may find 1t helpfulﬂ“
‘to make - -coples of documents you -are working fr and hand . them out to stu-,
dents in advance. . This ;technique will help theﬁgsee exactly what you are:
referring to and provides a convenient place to .take* notes-".
. ; car v
-

Haintaining Interest
, ¥

Many of the students taking the course will. be highly motivated because‘f'

/_' .

‘they want all the help they can get to ‘successfully start and maintain -

will be taking the .course eigher” tofsee what 1S new by way of requi'rements ..
or to brush up skills that have ggite long unused-, In addition, thé verd
nature of’ the audience - older persons -— means that many of your students
. will have had“a lifetime of experiehces ugseful to the -small business mana= *
. -.ger. To maintain the intitial high motivation your students bring to T
' class, yau should provide frequent opportunities for them to compare and

their small.businesses. Some wil:jgave had prior business -experience and




the commuhity;w
__avaflable”

While enrichment.activities may b Lenjoyable to present,,with the:shortkﬂi

'*'time available for the course, “{t 18 important ‘to make certain- that stu-

lwi'of community ‘resources. Local business or.. professional groups

n their;@ft

,;dents ‘can readily relate each activiay to making them successf&'“
'“'own situation. 'ﬁ. S P S ; SR

Guest speakers or. panels of guest speakers can b ‘fé££°ﬁeip"ih mak-:bxf
;?ving the ‘course: a. meaningful experience for:: your students. “As’ an’ instructor;fj:
“oinlar community college, ‘you' éannot: overlook ‘the” linking with: and wise use’}?i

.. mend” qualified persons to- speak - on/’taxes, zoning, " marketing,

”f;topics ‘related to: entrepreneurship and small business. Other fal‘d“

; bers _are- a8 good source of ideas:: for. guest speakers. Often your
.”speakers will be" from the businesses you deal- with everyday the
“{owner of a’ particular business may be: reluctant to: speak to- your class, &

”?{ short ‘discussion with that-person might give you good examples for your»ownvi

.~ -class lectures: or 'lead :you to. another person in smal businss.who wil’bdo::;?
an. excellent job for you.-g>/5,5_. O o D

ne tion entitled "Using 0utside Resource People. "f‘i“f%;"i“

Films are another way of making the class experiehce both interesting:%fi

'»s_and valuable for your students.» ‘You- can use’ films instead of a lecture to:.;T

"communicate information,,to illustrate, or. to develop attitudes. --You ‘may | -

'7k@ have certain: films; you especially like; and other faculty. at - your college -

‘-:fbrary or’ media center

know. of. excellent films You also can get help from your college li-y”-




:.Overhead‘Transparenci“

Soins advance, ‘to 'kéep" “your
,;;urepetition in class, and to face the’ lass ‘at’ the: sameftime you. are writing
’jpor pointing ‘out: some. specific point —-'all\of which are- dif cult to-do
.when’ using a chalkboard' You* can even write: lecture notes on't cardboard.
}¢frame around the transparency for your personal»reference.: Overhgad trans—’
,ﬁ_fparencies are an excellent way of- making .sure:‘your ‘students,.are. focusing
- .- attention where ‘you want 1it. Y
I help ,with audiovisualvaids

f”;Offering Students Hbre Hel S ”~“fj:'*
o N i SRR SR D .
S Throughout the Small Business Course, you are likely to find students
. .who "want . additional help... “You' .may ‘be’’able to help .some" of thes 'students
~;simply by adding a. little extra: content during the next class 8 ssion or. in
a brief meeting after class. Others will require more help than you:have
time to give or will need- help in areas” outside your expertise’ You should
prepared to refer: these individuals “to-, appropriate Jocal" resources such
Qms other’ faculty, counseling centers,. SCORE/ACE SBA," Chamber of Commerce,
‘ senior citizens groups, Economi‘ Development Authority,land others._(*z

= L -

It also is A

portant that you:emphasize checkpointspthat the students

70 ~thedir’ heads financially, emotionally, or. physically.,,You can help- them.to
,;.1_evaluate realistically the demands -and rewards of- going into’ small busi-
: L 'nesses, ‘to.. identify strategies for overcoming their/weaknesses before those

N - . L » ;,;hv*
v;';;You should plan to’ make and use overhead transparencies with this¢Sm 11100

; .-Business’ Course.; Using:t _nSparencies -allows’ you' to prepare your visuals h‘

notes and;illustrations fqr future reference or Ry

Contact your college audiovisual*staff for

B can use ‘after the courseis completed to’ prevent” themlfrom getting ‘in over f'

’f weaknesses seriously. hurt' their’ businesses (for instance, adding a ' partner," L
. hiring professional services, limiting their businesses), and.to. make- sure -

chey are aware of local services available to help small business people.” f;h‘~

Lo

. Youueven may want to ; make plans to brin the students together from
’(time to: time or - to: communicate with: them through a- newsletter after the

“ course - is completed. This will keep them f /m feeIing isolated and may .en- -~"v

- courage - them. to. ask questions -or: seek help ‘before they: run into". seriousfi-
problems with their business ventures.~ Also, you may. get feedback fromr;
‘them that will help you reshape the cour e content or validate what you are -

B ‘offering. o
: , R

CTEsts and Quizzes }*::”

N There are no. formal tests and quiZZes Hesigned for this ‘courses Tests
WY “}ﬁ,andrquizzes can be. very threatening to: 'the.. older student and- can’; create .an’
R Vatmosphere of“fear J-Actually, ‘one’ of - the best: tests ‘of “what ‘a person” has

~learnéd” ‘from the training.is. evidence of ‘BUgCess-as- a: small business owner.y+~v5

"'if*However, students :do: need.ways of evaluating how’ they are- doing as . they
E fproceed through the course

-“One way of providing this is for you to pre-'f-.ff




'fshort self-quizzes that the student.tan attempﬁ

“zbeing threatened by a grade.

L ,on ‘ k2 1ssignment: , g .
: '2 of the business p1an. Encourage your students ‘to d6a thorough and careful;

job with these assignments.v Ask them' to~ demonstratenall they have 1earnedﬁ
‘in’ the course sessions.'-You ‘can’ ask’ them to’’

‘a ~home. Do not col-f;h

S :' Z?the quizzes and’let students have the answers to. check’ their work jas.
-gg_soonﬁ If. students have difficulty,f
- .they 3 : ‘

yourccomments.¢ Once students know you will notibe giving grades, most willf :

"~ welcome the chance ‘for feedback., By looking -at  these  business plans ‘as .
- they - develop, you will ‘be. . able'to get :a’ very. good idég’of how well your“?”
students are mastering the_1earning§objectives.;v* e DL e




.. USING. ‘omsmzxjngsoﬁncﬁ- 'fi;oi’m; et

i
[
(..

C Using outside resource,people requires careful advance planning };Théﬂj]_ﬁ
_7]v following steps and activities may make presentatiqns by outside resource; o

7‘Determine:Beha

ral"Objectiveap

7¢The instructor should determine the objectives for the , ‘
A_faunit to. ensune “that. needs’ ‘of. the' students” ‘are’ taken ;‘ﬁg L
“:rinto account._ Sometimes ‘the “instructor -may ‘work with @ oo
g " “the . outside resource person to vdetermine the objec-lfx‘ T
EANE 'j-tives jointly." : T R : ST

mﬁ-;‘The objectives of "the: nit should be developed to- meet R
.* " the ’heeds  of thg’ students, mot- the interests. of. ‘the. s
,voutside resource person;‘ L 'I£: r,;_.g K"v'”V SO T

7d§Q‘New objectives an related curriculum materials need S
~.mot. be’ developed,.instructors ‘¢éan- Select objectives, : IR
ncontent,.and=materials from the existing curriculum.:‘

Lo -\'(’: S

'-Formally agree on a contract, including appropriate
,;1signatures,‘to ‘ensure :that - there. ‘ig -d clear agree-ﬁ
ijent on expectations and obligations of all parties.g ‘ 2 )

T B.: The contract should specify at least the following. Lo

"-',Thef‘. topi s

» Ld behavioral objectives to be ”gﬂ)-"if'
ﬁaddressed = A : U

TR "'”W“F‘.Zi‘fThe resources available or needed.a o e T

..hfﬁ;ﬁfAny special requirements fpr lesson plans,ﬁ}}'l
' '»testing, or handouts.”g‘jFJV_”P - vy:_,__wzsj o

'-;i;ﬁsr»The place, time,’and date of the session(s) 3b;]f”b}[;5hf:jj”
T ,7f15;j3Responsibility (including financial obli-ﬁ;f:'_- S
RE VI B B ‘gations) fo§a ‘printing - of: materials, pre=~' . 0
o E © . _paration .of’ -audiovisuals, and- provision of . S
o needed equipment.k'f;fc_ﬁv_ o .a%

w

}??ﬁg;hAny honoraria fof“itheffoutside‘_resource B

L Ta

;Reimbursement for any expenses‘incurred byfj\




'”'ﬂ;iIiIQ, Helpingﬂthe Outside Resource‘ érson. o . )

RO ﬁ?Af,fThe outside re§OUfceﬂ'erson can. make ‘a, bore mean-_f"“ S -5

3 ’~.%-fs§‘fﬁﬁfingfu1 presentation"_if “you provide information’f S T

- "”"'"""abodt your students -orishe needs to know, s RER !
L : ; N, 2

Sto’. be presented fits\x;u RO

"'ftl How the infqrmafio
' - into- the students ’other 1earningsibrjwork

; g experiences.,?- -
] used by the StUdentS.g_m; S
:‘;“.if';zﬁﬁﬂji3 Number 0 7:students who will: attend the o
SRS T : ,presentat on' and g general profile of -the S
LT 7 . - group . ‘(Lses, - retired; <" former - businesi_ o
e deers, particular group dynamiCs, etc,a'v, .;;7

::3h.c7Discuss in advance the t:mall‘iBuginess- Trainingf
.+ . Course" and’ make sure.the outside Fesourde P '
s nderstands the course goals and objectives.g

: ]C;ffWork with the outside resource person,to dev
. “’*@ xamples that are meaningful for youn students.
o V~D§:1Before the scheduled.presentation, work with'your'”b”‘““"'
’“F},students ‘to develop a. 1ist ‘of . questions to: whichi :
. "';the class would ke “the outside resource . person to
' '»respond.; ‘Make stre the outside resource person has

:ij~time to plan responses to the questions.w-,a,’,..u

'a:E;-iProvide the outside resource person with clear in-f‘_
‘;~Jistructions about where o he“ presentation will he et
- héld, where:to park ?Fime needed to travel . ‘to” thefff’”“"'””"”
o asite, any. special details about the_room in whichi b

”‘jfwthe presentation will be held,.etc. " e
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